Supreme Qourt of Wisconsin

DIRECTOR OF STATE COURTS
110 E.MAIN STREET, SUITE 430
MADISON, WISCONSIN 53703-3356

Hon. Randy R. Koschnick Patience Drake Roggensack
Director of State Courts Chief Justice

Entering and Adjusting Leave Hours

The Wisconsin Court System uses the Wisconsin Degat of Administration STAR system for payrollale
and fringe benefit administration. Following anstructions to enter leave hours and to adjust éniges:
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Wisconsin Time and Absences < (o~

Timesheet
== Report your tme and task dstais fora cay, week, or tms period

Mass Time
== Resort your tme using a tempiste ype fomat

Overtime Requests
=] view or ac your overtme requests

[ e Clock
=] enter incivicuat punches withreevan tai information.

[ Asence Reauest
=] Navigae o tne Time st page.

Extended Absence Request
=] Reques: Exences Avsence

Employee Leave Summary < (ov

Absence Balances

Absence Duration
Legal Holiday Balance 16.00 Hours.
Personal Holiday Balance 0.00 Hours|
Sick Balance 1644 25 Hours
Vacation Balance 196.17 Hours|
‘Sabbatical Leave Balance 55.00 Hours

~Disclaimer The current balance does not reflect absences that
have not been processed.

Wisconsin Employee Info
- Personal Information Summary
== Review  summary ot your perscnstnformaton.
Wisconsin Benefits
E@ Benefits Summary

Review a summary of current, past or future benft
envoiments.

Announcements

Open Enroliment Employee Toolkit
eBenefits Quick Guide
2018 Health Plan Ghanges.

a%a Company Directory

Search by Name
[ ®

Advanced Search

The Ii's Your Choice Gpen Enrollment Period is October 2 - 27, 2017

Home | Workiist

Az Benefits Enrollment
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Giick on the link above to make your benefit slections
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{7 My Benefit Documents
EI? Review Your Open Enroliment Gonfirmation Statement. twill
be available the.day after you submit your OE elestions.
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Human Resources Officer

~ Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before forecasting and submitting your request

Absence Detail

*Start Date[12/112017 |

B R —1

B T —

B —
Duration 1600 | Hours

Caic ‘E End Date or Duration

Comments

Forecast Balance

View Monthly Schedule

Current Balance 196.17 Hours™

Requestor Commems‘

GoTo  ViewAbsence Request History
[ Submit

View Absence Balances

* Reqired Field

*Disclaimer The e
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 Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before forecasting and submitting your request

Absence Detail (7

*Start Date[12/112017 | View Monthly Sthedule
End Date [12/12/2017 |5
*Absence Name[Vacaon V] Current Balance 196.17 Hours™
Reason
Partial Days|
Duration|16.00 W
Calculate End Date or Duration l Forecast Balance
Comments
Requestor Commen's‘ %
GoTo ‘View Absence Request History ‘View Absence Balances
[ som ]
* Recqired Field
*Disclaimer The have
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